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Introduction

3 ‘ Gy Bring For To create and design effective publications, you need to be able to present
L

text in a readable and visually interesting way. For this reason, Publisher offers
|j' q; Send Bacl

Draw Wrap a number of tools that let you customize and control the layout and appearance
Text Box [P~ | Text- I2 Align - of the text in your publication.
Obhds Arrange

cvdlcieeteen B ool Inthis lesson, you'll learn how to add and arrange text boxes, as well as how

T to format them and the text they contain.
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Using Text in Publisher

As you enter text in Publisher, you'll need to adjust it to make it fit

your publication. While most of Publisher's text tools are the same Rose ‘High Student 'Wins Scholars

as those in other Office programs, a few are specifically designed

to handle Publisher's unique publication tasks. i _Celia Morale of | keep expecting to
Linda and

Watch the video to learn about working with text in Publisher.

Watch the video (4:24). Need help?

Text Basics

As discussed in Lesson 1, in order to use Publisher 2010, you should already feel comfortable using Microsoft
Word to insert and edit text. If you find yourself having trouble working with text in Publisher, review our Word
2010 course, especially the following lessons:

. Text Basics - Reviews basic topics like inserting, deleting, copying, and moving text
. Formatting Text - Includes text formatting tasks like changing font style, size, and color
. Checking Spelling and Grammar - Presents tools you can use to proofread your text
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. Working with Lists - Guides you through creating and formatting lists
. Line and Paragraph Spacing - Explains how to adjust spacing
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Working with Text Boxes

In Publisher, text is contained in text boxes, which are blocks of text that you can place on the page. When you

create or select a text box, the Text Box Tools tab will appear on the Ribbon. On this tab are commands that let
you adjust and format your text box and the text it contains.

Dvawing Tools | Text Box Tools

Home Imgert Page Design Mailings Feview View Format Format (=3
3 - . v = . 5 Bieak ; 1 AS Dy © b Stylisti -
L Hm' b% Cambria o eg s w SHES J i[ se Quisne | A5 Drop Cap i Stylistic Sets

= B — = E e C oy Mot = B Engrave | 133 Mumber Style = (B
" - B E i h
mr:‘r‘t‘;un fyphenstion | B F U x, x" Aac 8 A = = - S A = :f::l [ Previous adme B Emboss ﬁ Ligatures =

#AdN Stylistic ARernates ~
Text - Font Aligniment Linkiing Effects

Typography

The Text Box Tools tab

To Insert a Text Box:

1. Onthe Ribbon, select the Insert tab and locate the Text group.
2. Click the Draw Text Box command.

| Page Design Mailings Review View

E Ellg C f [ calendars - A =] Business Information =
I—;aﬁl el i =
EE] %Borders & Accents - ﬂWOrdﬁ.r’c'
ible Picture Clip 5hapes Picture Page . Draw | . )
- Art =  Placeholder | Parts = ﬁd\rertlsements = Text Box = Insert File
bles Illustrations Building Blocks a Text
.|l.|.I.|.|.|.I.|.|2.|.I.|.|.|.I.|.|' Draw Text Box I.|.||.|.I.|.|6.|.I.|.|.|.I.|.|?.|.

Insert a text box into the
document, or add text to the
selected shape.

The Draw Text Box command

3. The cursor will turn into a crosshairs + Click anywhere on your publication and drag your mouse to create
the text box.

©1998-2012 Goodwill Community Foundation, Inc. All rights reserved.



@ ccr

=3 LearnFree.org"

5 4 hXsE

ertisements Draw Business  WordArt Insert Symbol Date Obje
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P} Text
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Clicking and dragging to create a text box

4. You can now start typing inside the text box.

EGrey and white Chihuahua (We think).A
El'rl:tk-:- skittish but very sweet— lots of in-
Ener beauty. Last seen 9/03/2012 on
\Cabarrus Street.Answers to “Prettydog.” |:

%:550 rewd I

[m]

The created text box

Wrapping Text

If you place a text box near an image or another object, you may notice that the text is overlapping with the object
or doesn't appear exactly where you want. To fix this problem, you'll need to change the object's text wrapping
settings.
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$50 reward for return!
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skittish but
sweet—

of inner
beauty.
seen
9/03/2012
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Street. An-

swers to

Poorly wrapped text

To Wrap Text Around an Object:

1. Select the object, then

click the Format tab that appears on the Ribbon.

2. Locate the Arrange group and click the Wrap Text drop-down command.
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H EEE @ [y Bring Forwar @ roup

ﬁ Send Backward - IEI Ungroup

— Styles Draw Picture Table S5hapes | Wrap
=4 = Text Box = > Text = | |2 Align - S Rotate -
| Styles | Objects | Arrange
Wrap Text l.l..

Change the way text wraps around
objects.

To configure an object so that it
moves along with the text around
it, select In Line with Text.

The Wrap Text command

3. Select the desired wrap option. The text will adjust based on the option you have selected.

| & B @ (A

t Picture Table Shapes || Wrap

i

DX ~ ~ Text~ | IF
— E MNone -
E | Square il
158 Tont B

Top and Bottom

Through

In Line with Text

Edit Wrap Points

L
E B BB R

More Layout Options...

Text wrapping options

4. If necessary, reposition the object until the text wraps correctly.
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Grey and white Chihuahua [We think). Alittle
skittish but very sweet— lots of inner beauty.
Last seen 9/03/2012 on Cabarrus Street.

Answers to “"Prettydog”

$50 reward for return!

919-555-8371

Adjusting the image so that the text wraps
correctly

If you can’t get your text to wrap the way you wish, click the Wrap Text command and select More Layout
Options from the menu. You can make more precise changes in the Advanced Layout dialog box that appears.
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¥ MNone
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Top and Bottom Colors and Lines I Size |iL a ynut| Picture I Text Box I Web |
Through
L] Object Position: | Exact |
] InLine with Text o
Position on page
TﬁI Edit Wrap Points Horizontal: |2.18" El From: |To|:| Left Corner El
| More Layout Options... -
[ = = - Vertical: 1.854" IZI From: |Tn|:| Left Corner El
Wrapping Style
Sguare Tight Through Top and bottom Mone
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Distance from text
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§

More layout options

Page 4
Connecting Text Boxes

As you work with text boxes, you might find that a text box isn't large enough to contain all of the text you want to
include. When you run out of room for text, you can use the Link command to connect text boxes. Once two or
more text boxes are connected, text will overflow or continue from one text box to the next.
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any other. He would never call himself a her

. s . >
According to Jake Tarly, he'sjust a man hky I Mr. Tarly suffered second-degree bums, Lil
Chances are, though, if a certain cat could

| talk she definitely would.

en Jamie and Bree Wall'shome caughton
{ fire two weeks ago, they had no time to |
{ search for their cat; of six years, il Lady

{ Whiskers. “Iwanted to find her,” Ms. Wall
{said, growing teary at the memory, “but]a-

{ mie said it was too late, She abways liked to
;hide under the couch, and the living room

{ was were the fire started. We were sure she
{was gone.”

EWhen the firefighters arrived, they focused

on fighting the fire from the cutside. None of
them would risk it all to save thelife of one |
cat... none exceptjake Tarly. “I'veneversaid |
anything like it, " said Fire Chief Jon White.
“He just rushed in there and we were all say-
ing, ‘No, Jake, no— it's just one cat’ And he |
turned to me and said, “Just’ one cat? Jon, |
one is enough.’ When the house collapsed, we |
theought he was lost for good. Then we heard |
this meowing, and he just appeared inthis |
cloud of smoke. We're very proud.’

Lady Whiskers suffered singed fur.

When the text box on
the left is full, extra text
overflows into the

connected text box on
the right.

Connected text boxes

To Connect To a New Text Box:

1. Select your text box.
2. Click the Text Box Tools Format tab and locate the Linking group.
3. Click the Create Link command.
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Link this text box to another one
5o that text flows between them.

The mowuse cursor will change to
show that you are ready to link.
Click on an empty text box to link
to it

Text will flow from the current text
box to the linked one.

| According to Jake Tarly, he'sjust a man like E’El
{ no other. He would never call himself ahero. |
{ Chances are, though, if a certain cat could|

The Create Link command

4. The Link icon will appear in place of your cursor. Click the spot on your publication where you would like to
add the linked text box.
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Click the location
where you want the

connected text box
to appear.

According to Jake Tarly. he'sjust a man like =
no cther. He would never call himself a hero.
Chances are, though, if a certain cat could

Placing the connected text box

5. The text box will be added. Resize it as necessary.

©1998-2012 Goodwill Community Foundation, Inc. All rights reserved.



@) GCF

~\3F LearnFree.org"

LIy 111 v Ul LICglivivilieil. jdar

| talk, she definitely would.

n When Jamie and Bree Wall's home
[ caught on fire two weeks ago, they
had no time to search for their cat,
| of sixyears, L il Lady Whiskers. “I
| | wanted to find her,” Ms. Wall s2id,
?gruwi:\gtearyat the memory, “but =

E Jamie said it was too late. She al-
| ways liked to hide under the couch,
| | znd the living room was were the
firestarted Wewere sureshe was E‘

gly he's just amanlike |
never call himself ahero. |
i, if a certain cat could

Resizing the text box

6. Continue typing your text. Any text that overflows from the original text box will now appear in the connected
box.
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According to Jake Tarly, he'sjust a man like
no other. He would never call himself a hero.

| talk she definitely would.

{ When Jamie and Bree Wall's home caughton
;ﬁre two weeks ago, they had no time to |
i search for their cat; of six years, il Lady

{ Whiskers. “Iwanted to find her,” Ms. Wall
{said, growing teary at the memory, “but]a-

{ mie said it was too late, She abways liked to
;hide under the couch, and the living room

{ was were the fire started. We were sure she
{was gone.”

EWhen the firefighters arrived, they focused

{ on fighting the fire from the outside. None of
{ them would risk it all to save the life of one [
Ecat...none except]ake Tarly. “I'veneversaid |
{ anything like it. * said Fire ChiefJon White.

{ “He just rushed in there and we were all say-
mg. ‘Mo, Jake, no— it's just one cat’ And he |
{turned to me and said, “Just’ one cat? Jon, |
one is enough.’ When the house collapsed, we |
{thought he was lost for good. Then we heard |
{this meowing, and he just appeared inthis |
Feloud of smoke, We're very proud.

r. Tarly suffered second-degree bums. L'il

Chance

The arrow
indicates th

selected text box
is linked.

4 Lady Whiskers suffered singed fur.

icon
at the

The connected text box

Modifying Text Boxes

Text Fit

@) GCF
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The Text Fit options allow you to format text boxes that automatically adjust font or text box size to get a good
fit. There are four text fit options that you can apply to any text box:

. Best Fit, which makes the text larger or smaller to fit the text box.

. Shrink Text on Overflow, which automatically shrinks the font size when the text box has no room for

additional text.
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. Grow Text Box to Fit, which automatically enlarges your text box based on text size and length.
. Do not Autofit, which makes no automatic changes to your text or text box size. This is the default option.

For instance, if your text box was too small for your text, you might apply Shrink Text on Overflow or Grow

Text Box to Fit.

Fog

The tog comes

on little cat feet.

It sits looking

over harbor and city

Fog

The fog comes
on little cat feet.

It sits looking

over harbor and city
on silent haunches
and then moves on.

-Carl Sandburg

Original text box:

Do Not Autofit

Shrink Text on
Overflow

Fog

The tog comes
on little cat feet.

I't sits looking
over harbor and city
on silent haunches

and then moves on.

-Carl Sandburg

Grow Text Box to Fit

Examples of text fit options

On the other hand, if you have a certain amount of space for your text box and want your text to fill the entire area,

you might select Best Fit.

Harpy BirTHDOY!

-

Harpry BirTHDAY!

w

Original text

box

Best Fit

More examples of text fit options

. To modify text fit, select the text box, then click the Text Fit drop-down command in the Text group of the
Text Box Tools tab. Select the desired option.
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Text Text Hyphenation B 7 O x X Aa~ 2V~ | A ~ Columns Margins | Create

Fit~ |Direction = = | A @ E =] - Link g
Best Fit Font T | Alignment | Linkir
shrink Text On Overflow L . )

Grow Text Box to Fit

Do Mot Autofit
3
i‘ Tl Frar

Text fit options

[—

Hyphenation

Publisher automatically hyphenates words at the ends of lines in order to improve text fit. You can control if and
how your words are hyphenated by modifying your hyphenation settings.

To Modify Hyphenation Settings:

1. Select a text box, then click the Text Box Tools Format tab on the Ribbon and locate the Text group.
2. Click the Hyphenation command.

Drawing Tools | Text Box Tools

———

Home Insert Page Design Mailings Review View Format Format
> a- Century Schoolboo ~ 10 ~ A A7 .E = )
I

===

Text |Hyphenation B 7 O x x Aa~ 2V~ | A ~ Columns Margins | Create

Direction = = = - Link
Text r% Font T | Alignment | L
- N 1 3 4
Hyphenation (Ctrl+Shift+H)

Change the hyphenation behavior
of the selected text. |
= T r:l

It was a dark and stormy
night; the rain fell in tor-
rents — except at occasion-
al intervals, when 1t was
checked by a violent gust of
wind which swept up the

o streets (for it is in London o
that our scene lies), rat-
tling along the housetops,

The Hyphenation command
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3. The Hyphenation dialog box will appear. Modify your hyphenation settings as desired.
o Toremove all hyphenation, uncheck the Automatically hyphenate this story box.

=
L2 ]
Automatically hyphenate this story I

g
Hyphenation zone: E

[t ] [

=
Hyphenaticn

J [ concel |

Choosing not to automatically hyphenate
the text

o To change how frequently Publisher hyphenates words, use the up and down arrows to adjust the
size of the hyphenation zone. If you increase the size of the hyphenation zone, your publication will
have fewer hyphens. If you decrease it, the right edge of the text will appear more even, but your text
will contain more hyphens.

=
Hyphenation m

Automatically hyphenate this story

Hyphenation zone: |0.57 ]%

(e ] [

21st annual E. Stark Memorial

high school senior who with an
interest in public health and extraor?

full tuition at a four year college, and
includes a stipend for living and for
summer research and travel.

Increasing the hyphenation
zone reduces the number of

hyphens, but makes the right
edge of the text more uneven.

Celia Morales, daughter of Lindaand |
' Jorge Morales, has been awarded the

Scholarship. This national scholarship
is awarded to each year to one female |

 dinary talent in the sciences. It covers

-
Hyphenaticn m

Automatically hyphenate this story

Hyphenation zone: |0.17 ]

et ) [ ]

Celia Morales, daughter of Linda and |
' Jorge Morales, has been awarded the
21st annual E. Stark Memorial Schol®
arship. This national scholarship is
awarded to each year to one female |
' high school senior who with an inter?
est in public health and extraordinary |
talent in the sciences. It covers full tuf
| ition at a four year college, and in2 |
cludes a stipend for living and for

| summer research and travel.

Decreasing the hyphenation
zone makes the right edge of
the text more even by adding

additional hyphens.
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Modifying the hyphenation zone

o To specify exactly where each word should be hyphenated, click Manual.... The Hyphenate dialog
box will appear, containing one hyphenated word from your text box. To change where the hyphen
appears in that word, simply click the place where you want the hyphen to appear, then click Yes.

=
Hyphenaticn m

Automatically hyphenate this story

-

Hyphenation zone: | 0.057 =

Manual... l It was a dark and stormy
night; the rain fell in
— except at occasion-
al intervals, when it was

Hyphenate . m

Hyphenate at:

Place your cursor and
click the location where
you want the word to be
hyphenated.

Manually placing hyphens

4. Click OK. The hyphenation will be adjusted.

Page 6
Formatting Text

Publisher 2010 includes various typography commands designed to help you embellish your text. Although
Publisher's developers have touted this as a significant feature, it's important to note that many of these effects
only work with a small number of fonts, such as Calibri, Cambria, and Gabriola. Still, if you are using these
fonts, the typography commands can enhance the appearance of your text.
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Typography commands can be found in the Text Box Tools tab. To apply any command, simply select your text,
then click the desired command. Certain commands, like Stylistic Sets, will include a drop-down list of choices.

Text Box Tools

Format

£5 Break o M outingd A= 123 * abe Stylistic Sets ~

23] Mext 7% A Engrave (B swash

= ) Shadow Drop Mumber Ligatures o

=g Previous A Emboss Cap~ Style~ - i Stylistic Alternates
inking Effects i Typography ra

Typography commands

There are six Publisher typography commands:

. Drop Cap, which enlarges the first letter of the selected text.

our score and seven

years ago our fathers

brought forth on this

continent, a new
nation, conceived in Liberty,
and dedicated to the proposi-
tion that all men are created
equal.

Four score and seven years
ago our fathers brought
forth on this continent, a
new nation, conceived in
Liberty, and dedicated to the
proposition that all men are
created equal.

Drop cap

Number Style, which lets you choose between four different styles for number spacing and alignment.
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T %= 3.14159265
mx 3.14159265
Tt & 3.14159265

T =x 3.14159265

Various number styles

. Ligatures, which connect certain combinations of letters to make them easier to read.

Terriﬁc attic Terr!c alic
Fluffy trifles Fluffy trifles
Effective pact Effective pa.

Without ligatures With ligatures

Ligatures

. Stylistic Sets, which lets you choose between various embellishments for your fonts, usually in the form of

exaggerated serifs or flourishes.
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We req_ucst the honor qf your presence
We }'eq}uest t(:m (:LDHD}' of your presence

b~ —~( ) D) [
L We reguest tﬁe onor of vour presence
Werequest the homor of our pre€

Various stylistic sets

. Swash, which embellishes capital letters.

Without Swash

Dear King Ren[y -

Dear King Renly *{ "

Swash

. Stylistic Alternates, which offer alternate versions of specific letters such as g.

Without

Good goatl% Stylistic

Alternates

Good goat!e-| "L

Stylistic alternates

©1998-2012 Goodwill Community Foundation, Inc. All rights reserved.



—

) ceF
- *

earnk ee.org

Page 7

Challenge!

Open an existing Publication. If you want, you can use this example.
Create a text box and add text.

3. Change the text box fit settings to see the effect on your text. If you're using the
example file, change the text at the top of page 1 to Best Fit.

4. Connect an existing text box to a new one. If you're using the example, use the
"West Rose High Student Wins Scholarship” article on page 2.

5. Manually hyphenate at least one word in a text box.

6. Apply stylistic sets to text. Make sure the text is displayed in a font that is
compatible with stylistic sets, like Gabriola or Cambria. If you're using the
example, use the text at the top of page 1 that you resized in step 3.
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